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LOGIN TO SYSTEM

2



3

SELECT ACTIVE FACILITY # IN BLUE



4

SELECT FACILITY NAME IN BLUE



5

SELECT “ADD A NEW 

ANNUAL/REVISION/UPDATE REPORT”



UPDATE 

REPORT
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7

SELECT “Tier II Report (312 Annual Report)” and 

“Update for 2016” then “Proceed”



8

AT THE EDIT 

REPORT 

HOMEPAGE 

EDIT AND 

SAVE EACH 

STEP TO GET 

GREEN 

CHECK 

MARKS



SITE PLAN 

MAP UPDATE
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10

ON STEP 5 SELECT “REMOVE” TO REMOVE THE OLD SITE PLAN MAP

THEN SELECT “CHOOSE FILE” TO ADD NEW SITE PLAN MAP

THEN SELECT “SAVE”



CERTIFY 

REPORT
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ON EDIT REPORT HOMEPAGE SCROLL 

DOWN TO STEP 6
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13

SELECT “CONTINUE” TO COMPLETE AND 

CERTIFY REPORT



14

SELECT BOX TO CERTIFY REPORT

THEN REVIEW CERTIFIER’S INFORMATION

THEN SELECT “SUBMIT” TO COMPLETE REPORT



SARA Program Contact Information

 State program webpage: www.in.gov/dhs/3893.htm

 Tier II Manager webpage: www.tier2.dhs.in.gov

 Email: SARATr2@dhs.in.gov

 Toll-free number: (855) 246-0065

 SARA Program Specialists  (317) 234-9696

Krystal Hackney khackney@dhs.in.gov

Marc Torbeck mtorbeck@dhs.in.gov
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